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JOB DESCRIPTION

	Post Title: Data Manager
	Working pattern: Term time plus 2 weeks

	Contracted hours per week: 35
	Salary: PO6

	Department/Team: Data	
	

	Responsible to: Deputy Principal




MAIN PURPOSES OF THE JOB

1. Ensuring the comprehensive administration, development and analysis of data-related management information for the academy.
2. Managing, maintaining and developing an efficient and effective academy Management Information System (MIS) and related analysis tools.
3. Leading the development of data systems for the academy and advising Academy leadership about MIS strategy.
4. Analysing and presenting data to inform strategic planning and target setting and to support the formulation and review of the academy’s Improvement Plan. 
5. Developing clear, concise, accurate and timely information and reports for internal and external purposes and ensuring accurate and timely statutory data returns.
6. Taking the strategic lead on identifying, tracking and monitoring students not making sufficient progress. 
7. Creating and maintaining the academy’s timetable. 
8. Ensuring compliance with data protection legislation and safeguarding the integrity of data.


MAIN RESPONSIBILITIES

Management Information System (MIS)
1. Leading the academy’s strategy for data management and ensuring that leaders are appropriately informed about strategic data issues which may require decisions.
2. Developing and maintaining effective academy information systems, ensuring accurate and current data is available to meet the MIS requirements of the academy.
3. Ensuring that comprehensive procedure notes are compiled for key tasks.
4. Maintaining the security, accuracy and validity of data contained within the Academy’s MIS, having due concern for data protection.
5. Ensuring all available student data is included in the MIS, including prior data for primary transfer students or mid-phase admissions.
6. Acting as an MIS expert, keeping up to date with MIS developments and consulting with leaders in the Academy on proposals to improve the system and resolve data gaps.
7. Preparing the MIS to enable staff to input and retrieve data; ensuring that data is available, accessible and efficient to use for others in the Academy.
8. Ensuring that the MIS is ready for the beginning and end of each term and that necessary updates are carried out.
9. Providing staff training for MIS/Data/systems on a routine and ad-hoc basis.
10. Managing the MIS contract, liaising with external support agencies with regards to its ongoing maintenance and development. 
11. Ensuring effective interface between the MIS and other applications such as data analysis tools, classroom resource systems and the virtual learning environment.
12. Ensuring the MIS and its use complies with data protection legislation and academy policy, and safeguarding the integrity and security of data.
Effective use of management information
13. Leading the Academy’s data collection, analysis and reporting procedures including benchmarking, baseline data, achievement data and reporting to parents.
14. Supporting the academy’s target setting process with accurate statistical analysis.
15. Analysing and reporting on complex, strategic and operational academy data for senior and middle leaders, individual teachers, Local Advisory Body members and Trustees, with evaluations, as required, at academy, year group, department, target cohort or individual level.
16. Undertaking detailed analysis of examination results for the academy at, Key Stage 4 and Key Stage 5, when the academy is notified and informing the Principal and Senior Leadership Team as soon as administratively possible.
17. Checking DfE and other examination statistics for accuracy, in line with published deadlines.
18. Maintaining and developing student data tracking systems, including analysis tools such as SISRA, to enable all staff to monitor student progress and to set challenging targets.
19. Liaising with SLT, Heads of Department and Heads of Year to develop tracking and analysis systems that meet their needs and priorities. 
20. Leading the analysis of data relating to the academy’s target groups and, in discussion with Heads of Year and Heads of Department, providing data that supports their focus on under-achieving students.
21. Preparing reports and presentations for a wide variety of audiences internally and externally.
22. Ensuring, in liaison with other members of staff, the completion of appropriate data returns to the DfE and other statutory bodies (including census, roll and attendance returns, examination returns, SEN returns etc).
Timetabling
23. Supporting curriculum discussions with information about timetabling opportunities and constraints.
24. In discussion with senior leaders, leading the development of the academy’s timetable.
25. Maintaining, updating and ensuring the accuracy of the timetable and providing required timetable/class information. 
Additional 
26. Play a full role within the life of the academy community, support its ethos and encourage all staff and students to follow this example. 
27. Carry out agreed duties to support the smooth running of the academy.
28. Promote and implement all academy policies.  
29. Undertake training as required to be effective in carrying out all duties and continue personal professional development.  
30. Work as directed by SLT to support projects and any other administration in the sixth form and around the school.
31. Any other reasonable duties as directed.
In addition to the above specific responsibilities, the post holder will carry out any other reasonable duties relevant to the role as directed by the Principal.  


This job description is correct at 26 June 2026 and may alter over time as the needs of the academy change. The job description will be discussed as part of the academy’s appraisal policy and may be amended after discussion with the post holder.
__________________________________________________________

EQUAL OPPORTUNITIES STATEMENT

Adhere to the Academy’s policies and ensure anti-discriminatory practice within the service area.

COMMENSURATE STATEMENT

Undertake any other reasonable duties commensurate with the grade as determined by the manager.

SAFEGUARDING 
Have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the academy and the local authority. 

HEALTH AND SAFETY
The Health and Safety at Work Act (1974) places duties on all employees:
· to take reasonable care for their own Health and Safety and that of other persons who may be affected by the individual’s acts or omissions at work;
· to co-operate with the Principal to enable her to carry out her duties as key manager and comply with all relevant Health and Safety legislation;
· not intentionally nor recklessly to interfere with or misuse anything provided in the interests of health, safety or welfare;
· to care for and oversee the appearance of the building;
· to assist management/leaders in preparing, implementing and updating all relevant risk assessments for their area of responsibility.




I acknowledge that I have read, understood and received a copy of the job description


Signed: _________________________________	Date_____________
Post holder





Signed: _________________________________	Date	___________
		Responsible Officer



Person Specification
Data Manager

Qualifications and Experience
· Demonstrable experience in a school data management role
· Proven ability to prepare and manage the academy’s data-related information and statutory returns
· Ability to analyse complex data and report on it in a timely and user-friendly way, allowing evidence-based decisions to be made.
· Experience of managing student data and reporting systems 
· Proven leadership track record and evidence of assisting staff in monitoring and analysing student achievement data
· Experience of school timetabling 
· Experience of preparing and presenting formal reports (both statistical and narrative) that interpret data and evaluate trends 

Knowledge and skills
· Excellent understanding of school Management Information Systems and secondary schools’ information needs
· Knowledge of SIMS, SISRA, 4-Matrix and similar systems
· Expert in the use of wider ICT systems and applications
· High-level administrative and organisational skills
· Knowledge of how to produce the school timetable 
· Ability to define and maintain data quality controls 
· Working knowledge of current data protection legislation
· An understanding of the necessity for strict confidentiality, where appropriate
· Thorough understanding of safeguarding children
· Ability to respond to educational developments that have implications for data management 
· Strategic planning skills and ability to use data to inform academy strategy and vision

Personal Qualities
· Empathy with a diverse community and commitment to equality of opportunity
· Strategic thinker, with the capacity to provide high-level input into key areas of the academy’s development
· Ability to work independently and take initiative. 
· Ability to pay close attention to detail.
· Drive, tenacity, resourcefulness, enthusiasm, patience and with a capacity for hard work 
· Enabling leadership style and ability to develop and maintain positive relationships with colleagues at all levels
· Excellent interpersonal and communication skills (both oral and written).
· Proven ability to ensure that targets and deadlines are met in a pressurised work environment 
· Willing to work flexibly and work outside normal office hours to attend meetings and achieve deadlines 
· Commitment to continuous professional development

This post is subject to an Enhanced DBS Disclosure and the successful applicant will be subject to relevant vetting checks before an offer of appointment is confirmed, and will be subject to rechecking as appropriate.


